FermiWorks
Navigating FermiWorks
03.16.2015

Workday is an industry leading web-based human resources management system. FermiWorks is
the configuration of Workday that reflects Fermilab’s processes and policies.

This document contains general information about the following:

e Search e Profile

e Change Your Password e Change Preferences
e Manage Password Challenge Questions e |nbox

o Notifications e Related Actions Icon
o All About Me e Promptlcon

o  Worklets e Summary

On behalf of: Albert Einstein (300996) .

7N\
workday.

Search for people, tasks, reports and more Visit your profile, manage account details
and sign out

Access all of your action items and notifications

Let's get started!

The FermiWorks introductory page previews the three main ways to navigate around FermiWorks.

e Search
e Profile
e Inbox
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SEARCH

Q ong

One-Time Payment History - Feport

Bonus and One-Time Payments - Report
One-Time Payment Plan - Report

Bonus & One-Time Payment History - Report

Request One-Time Payment - Task

Yasar Onel (201029)[C] - Contingent Worker
Anthony Cnesto (234699)[C] - Confingent Worker

FermiWorks

Navigating FermiWorks

03.16.2015

Use the Search box to locate any tasks, reports, and views available
in FermiWorks. If you are not sure where to find information
type the task name or report into the Search box.

As you type in the search box, Fermiworks uses smart
searching to filter the entry and offer the most common search
results in a drop down menu. Select one of these results or
press Enter to skip the menu and display the search results in a
main window.

Searches can be performed on narrow, targeted areas or expanded to include all of FermiWorks

Select All of Workday to search the entire system.

-

ategories Search Results &5 items
Common Tasks and Reports
Organizations Manage Job Requisitions
iew all open, pending approval, frozen, and closed job requisitions. Details include job requisition and the total number of
People candidates who have applied. Also included are the days the requisition has been open, the req...
Processes Management Hierarchy Report
View workers and their chain of command for one or more organizations. Details include employee ID, name, title, job code, job
Procurement profiles, region, business site, company, cost center, worker's manager (level 1), manager'..
Projects Manage My Saved Filters
Security My Management Chain
Staffing © More (6)
All of Workday L\\»
L\\, Common

Click + More if the entire list does not display.

The category searched displays under the Tasks and Reports list.

It may be quicker to select a specific category to search as the data retained in FermiWorks grows.

The focus of a typical search is on the most common areas of FermiWorks by default.
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Click the Workday icon to go back to the FermiWorks Home Page at any time.

alf of: Albert Einstei..
Seein Mew Tab
Copy URL %
Copy Text

Wiew Printable Version
Export to Excel

PROFILE
Click My Account to manage your profile. Here you can change your password, preferences and

manage your password challenge questions.

Always click Sign Out so no PII is accidentally visible. This is the Fermilab business process to log off
of FermiWorks.

@ On behalf of: Albert Einstei..

On behalf of: Albert E...
View Profile

FermiWorks Home

Inbox o
Notifications

All About Me

Favorites

W:Drive

My Account
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CHANGE YOUR PASSWORD

You must change your initial password the first time you log in to FermiWorks. Follow the prompts
to change your password.

Passwords cannot be the same as your user name or your old password. They must also meet
FermiWorks’ password system security requirements.

Password Rules

Current Password *
New Password *

Verify New Password #

Change Password

Your new password must not be the same as your current password or user name. Minimum number of characters required: 8. The following
character fypes must be represented: alphabetic characters, uppercase characters, lowercase characters, Arabic numerals 0 - 9, special
characters I'#8%&()*+ - /;;==2@[N"_ {|}~. The password must not have been used within the following number of days: 80. The password must
not have been used within the following number of last passwords: 10.

CHANGE PREFERENCES

FermiWorks provides the ability to change some user interface defaults and preferences, such as:

e The language in which you view the screens.
e Email alert settings for Process Tasks and Notifications.

Fermilab’s business processes determine the access of preferences and whether you can opt in or out
of email alerts for business process Tasks and Notifications. Enter the required information in the
appropriate field, then click OK to save to set your preferences.

Change Preferences asinstein / Albert Einstein

Global Preferences

Default Locale English (United States) - en_US
Preferred Locale v

Default Display Language  English

Preferred Display Language -

Default Timezone Central Time (Chicago)

Default Gumency usD

Preferred Cumrency a8
Search Preferences

Preferred Search Category LE]

Account Preferences

[}

Mobile Garrier

Preferred Home Page

Workflow Preferences

Emall Address for Business Processes  ae@gmail.com

Inbox Preferences
Suppress Inbox Exceptions [

Background Notification Preferences

Display a message when a background report completes T4

Display a message when a shared background report completes W
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MANAGE PASSWORD CHALLENGE QUESTIONS
If you forget your password , the Password Challenge questions verify your identity.

Select questions from the drop down menus and answer those questions in the answer boxes.

Click OK to save.

Manage Password Challenge Questions

You can change your challenge questions and answers by choosing a new question and providing an answer that you will remember. Your current questions and answers
are shown here

Select the First Security Challenge Question * |What city were you bor... | =
First Challenge Answer * | \Walnut Creek
Selectthe Second Security Challenge Question * |Whatwasthe name of .| v

Second Challenge Answer * | Workday

[ ' Cancel

INBOX

All To Do and Actions display on the left under the Actions tab. There are View and Sort options.

-+ Inbox
Actions § prchive 1 Change Benefit Elections New Hire for Albert £ .
— [ S Einstein (300978) - Step 1 of 6 (-
= @- Cost Total Credits Total Employee Net Cost/Credit

Al Vi, Neweston Top Bulk ADProve  mMonthiy Cost  $0.00 Monthly Credit $0.00 Monthly Cost
Favorites Oldest on Top Refresh
Cwerdue — Due Soonest on Top — My Delegations Date 02152015

L woae2d 0N 03/09/2015
Edit Filters

Submit Elections By  03/20i2015

Items in your Inbox can be Bulk Approved. Your Inbox can be Refreshed to display new items. Actions can be
Delegated to your Supervisor or an employee with the same security level to complete Actions as you.

Many Actions when completed trigger additional Actions. Refresh your Inbox often so all Actions display.
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The Archive tab lists details of processes you initiated.

Actions 1 Archive 11

Sort By: Newest o

From Last 30 Days

2015 - Employee - Goal Setiing: Albert Einstein
(300978}

22 hour(s) ago - C

SUCCESFTUIY L-ompisied

A

Set Content: 2015 - Employee - Goal Setting: Albert
Einstein (300978)

22 hour(s) ago C

- successully Lompleled

Onboarding for Albert Einstein (300978)

y Completed: Albert Einstein

Details

View Event Set Content: 2015 - Employee -
Goal Setting: Albert Einstein (300978) .-
22 hour(s) ago - Successfully Completed
For Albert Einstein (300878)
Overall Process
Overall Status Successfully Completed

Due Date 03/25/2015

Process

2015 - Employee - Goal Setting: Albert Einstein (300978)

@ a.”

View Details

The Process History displays the status of each step of the business process as it moves through

FermiWorks. This is a great feature in FermiWorks. You will often find all the information you are
seeking about the business process status here.

Details Process |
Process History 27 items

Process Step

Change Job To Do: Assign Union Membership

Change Job Assign Roles to Worker

Change Job To Do: Review User-Based Security
Group Assignments

Change Job Manage Business Processes for
Waorker

Change Job To Do: Discuss Job/Compensation
Change with Employee

Status

Not Required

Not Required

Not Required

Submitted

Awaiting Action

Completed On Due Date Person Comment
02/27/2015 (Proposed
11:35:50 AM Business Process Administrator)

02/282015 Stephen Brice (203276) (Manager)

m

P

The details and process tabs are only visible if you initiated or are part of the approval chain in the

process.
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NOTIFICATIONS

Notifications are automatically sent to notify you of process status in FermiWorks.

1
® On behalf of: Albert Einstei. .
On behalf of: Albert E... Notifications (G
View Profile
iewing: v Sort By: Newest v W
l FermiWorks Home From Last 30 Days
Inbox o 2015 - Employee - Goal Setting: Albert Einstein (300978)
\ Goal setting is approved. (@]
l- MNotifications 22 hour(s) ago
All Abo Benefit Change - Mew Hire : Albert Einstein (300978) on
5 021182015
Favorites Change Benefiis for Life Event - Canceled
4 day(z) ago
W:Drive
My Account

Notifications can be sorted by View and Newest or Oldest. Notifications can also be Refreshed or
Marked as Read.

Nofifications =

\iewing: w Sort By: Newest e e
All ' Mewest on Top Mark All a5 Read
Unread n Oldest on Top » Refresh I
Goal setting is approved. S
22 hour(z) ago

Benefit Change - Mew Hire : Albert Einstein (300%78) on
02Ma8/2015

Change Benefits for Life Event - Canceled

4 day(z) ago

gao
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The notification details display the status of the process.

~- Notifications
Neiifications @ 2015 - Employee - Goal Setting: Albert Einstein R -
\iewing: ~ | SorBy: Newest v| [+ (300978)
From Last 30 Days 3 day(s) ago

Message  The initial goal setfing process is now approved. Please acknowledge a goal setting

N discussion took place with your manager. Once the acknowledgement is complete by

Goal sefting is approved. o both the employee and manager, you may search for "My Goals” in FermiWorks to view
(=) ago your approved goals. Note: goal setting is an on-going and dynamic process. You may

need to edit goals throughout the performance year.

2015 - Employee - Goal Setting: Albert Einstein (300978)

Benefit Change - New Hire : Albert Einstein (300978) on
02/12/2015
——

RELATED ACTIONS ICON

Details 2015 - Employee - Goal Setting: Albert Einstein (300978)

A Related Actions icon &3 displays next to an object to provide a menu to take actions or complete
tasks related to that object. The available actions that display depend on your security level. A
manager will have a higher security level than an employee and be able to perform many more processes on
their direct reports. The menu that displays depends on the object the related actions are associated to.

Albert Einstein (300978) &3

Scientist 11 [ Related Actions and Preview h

Albert Einstein (300978) N

Scientist Il

Available Actions
Scientist Il
) Benefits
(¥=4) ae@amail com )
o Business Process
Compensation

Job Personal Contact Personal Data

Professional Profile Job Details | Talent
Time and Leave
Experience + Add Workday Account
‘Worker History

Education +Add
Favorite

Preferences

Security Profile

Additional Data
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ALL ABOUT ME

@ On behalf of: Albert Einstel..

On behalf of: Albert E...
View Profile

FermiWorks Home

Inbox n
Notifications

All About Me

Favorites

W:Drive

My Account

The icons on your All About Me page provide access to groups of related tasks, reports, and links
called worklets. Worklets can be added or removed as allowed by Fermilab. All employees have some
required worklets that cannot be removed. Some worklets may not be available based on your
security level.

The gear icon to right of All About Me displays the Configure Worklets window.

All About Me e
N
h
R
Onboarding Personal Benefits Performance Directory
Information

o

Career
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PROMPT ICON

Many fields in FermiWorks use a Prompt icon to provide a pick list to complete the field. If
a prompt displays a selection must be made from the pick list.

Add Education

Worker # ‘%

Click Top to return to the initial search criteria.

Country ® | United States of America S Q

Prefix
nited States of America

PERSONAL INFORMATION WORKLET

The Personal Information worklet contains links to view and modify personal information listed below.
Many of the tasks and links that can be accessed in the Personal Information worklet can also be
accessed from your Name link, or the Related Actions menu associated with your name.

Personal
Information

Personal Information

The Personal Information worklet delivers some of the same functionality as the Name link and the
View Worker &5 Related Action menu in a more condensed form. You can access and change all of
your critical information using either.
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€ All About Me

Change

Passports and Visas

Contact Information

Personal Information

Emergency Contacts

Legal Name

Personal Information

View

About Me

Addresses

Email Addresses

Address Changes

Name

More (3) More (2)

[y

NOTE: The Back button on the browser does not go back to the previous window in FermiWorks. Much of
the data in FermiWorks is personally identifiable information (PII) and this ensures it is not stored in
your browser after it is viewed.

BENEFITS WORKLET

The Benefits worklet allows you to change, view and access external links to manage your benefit
choices.

PERFORMANCE WORKLET

The Performance worklet allows you to manage performance reviews, set goals, and add goals as
applicable throughout the calendar year. Your performance reviews are now completely processed on
line in FermiWorks.

CAREER WORKLET

The Career worklet allows you to manage career details, including education, accomplishments, and
awards.

If you have any FermiWorks questions, please contact your HR Partner or Monica Holmes (x4634,
mholmes@fnal.gov).
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Summary

The Enter key does not start a process. Always click OK to move to the next step.
The process moves on when OK is clicked. Click Done to confirm the Action is complete.

FermiWorks deletes any search terms entered if there is no matching data. If there is a typo, the entire term
must be retyped.

Click the Workday icon at the top of the window to display the FermiWorks Home page at any time.

Anything entered in FermiWorks that was saved will display in the system exactly as it was typed. Please
remember to capitalize all names, street, names, cities, and other proper nouns as appropriate. Once it is saved
in the system, it may be difficult to correct.

Be aware that adding a dependent to your FermiWorks account does NOT automatically enroll them in any
benefits coverage. Use the Enroll/Change Beneficiaries process to accomplish this.

FermiWorks displays + and — to open and close sections such as phone number, address, etc. If you click +,
enter information and then click — to close the section to move to the next, this information is not saved. Keep
the section open in order to save the data entered.

The browser back button does not work in FermiWorks. To get back to the FermiWorks Home page, click the
Workday logo at the top of the window.

FermiWorks does not take the place of all of the communication that is required to complete human resources
business processes. Continue to communicate with your manager and HR Partner to make the proper business
decisions.

If a job requisition is approved and changes are required, use the Edit Job Requisition to make any changes that
do not require approval.

FermiWorks is cloud application. This allows Fermilab to take advantage of using the latest hardware and
software without having to spend time on upgrades. This application was vetted with the DOE to be secure.

FermiWorks users can only see other workers contact information, team members/management chain and
organization information about each other.

If certain FermiWorks fields have red asterisks to indicate a required field but no field displays to enter any
information, click the res asterisk to open the section.
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